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Come work at CDSS where . . .
People come First!

Are you doing the same work day in and day out? Are you looking 
for work that is challenging and rewarding? Are you looking for a 
profession where you can help make a positive change? If so, read on!

If you are interested and would like to be part of the CDSS mission to make a 
difference in the life of a child, a family or an elderly person, please submit your 
application to: Contact Information:

E M P L O Y M E N T    O P P O R T U N I T Y



SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	PS 423 - AC II Announcement Flyer
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	PS 373 AC II Duty Statement

	Title1: BUSINESS SERVICES BUREAU
	Title2: SHIPPING AND RECEIVING SERVICES SECTION
	Text1: The Shipping and Receiving Services Section is seeking to fill an Account Clerk II (AC II) position.  Under the general supervision of the Business Service Officer I (Supervisor) and in accordance with established procedures, the AC II acts as cashier for the Department.  The AC II receives and processes all remittances for the Department; maintains records of monies received and action taken; prepares daily bank deposits using the State Treasurer's Office Remote Deposit System; data entry posting of remittance payments to the licensing system and uploading deposit records to server folders using a personal computer. The AC II must possess effective interpersonal and communication skills and be able to work efficiently under pressure.  Excellent customer service is an expectation of the incumbent in this position.  The AC II must be willing to listen while showing care and concern, be available to customers, be willing to work towards the development of solutions to problems and must demonstrate competence and confidence.  The AC II must provide our customers professional, courteous, timely, competent and responsive service.  Who may apply:  Eligible candidates are state employees who are currently working in this classification, have lateral transfer eligibility, have current list eligibility in this classification and former state employees who have permissive reinstatement rights.  An Examination/Employment Application (STD 678) must be submitted.  Clearly indicate your eligibility for the position (i.e., list eligibility, transfer, SROA, surplus, re-employment)  you are applying for in the "Examination or Job Title for Which You Are Applying" box.  Only the most qualified will be interviewed.    
	Text3: Christine Collingsworth    (916) 651-9969Business Services Bureau744 P Street   MS 8-4-180Sacramento, CA  95814
	Title3: ACCOUNT CLERK II - $2,471 - $3,097
	Text1PS373PG1: 
	Text2PS373PG1: Account Clerk II
	Text3PS373PG1: 800-641-1733-910
	Text4PS373PG1: Administration/Management and Staff Services Branch
	Text5PS373PG1: Business Services Bureau/Cashiering Unit
	Text6PS373PG1: Kirk Spencer
	Text7PS373PG1: Business Service Officer I (Supervisor)
	box8PS373PG1: Off
	box9PS373PG1: Off
	box10PS373PG1: Off
	box11PS373PG1: Off
	box12PS373PG1: Yes
	box13PS373PG1: Off
	other14PS373PG1: 
	date15PS373PG1: 
	date16PS373PG1: 
	box17PS373PG1: Yes
	box18PS373PG1: Off
	box19PS373PG1: Off
	box20PS373PG1: Off
	ssup21PS373PG1: 
	number22PS373PG1: 
	lead23PS373PG1: 
	mission24PS373PG1: To procure and provide essential products and services to management and staff of the California Department of Social Services (CDSS) and to the CDSS’ clientele.
	concept25PS373PG2: Under the general supervision of the Business Service Officer I (Supervisor) and in accordance with established procedures, the Account Clerk II acts as cashier for the Department.
	responsibilities26PS373PG2: Essential Functions:30%   Receive and process all remittances for the Department.  Route misdirected remittances to proper recipient.           Make critical decisions regarding remittance including whether the remittance is for this Department.30%   Maintain records of monies received and action taken.  Take the initiative in following up on checks being held          by other units pending disposition.30%   Prepare daily bank deposits using the State Treasurer's Office Remote Deposit System.  Data entry posting of          remittance payments to the licensing system and uploading deposit records to server folders using a personal          computer.  Marginal Functions:5%     Fold letters, stuff envelopes and assist on various work assignments for Mailing Services Unit such as          processing of outgoing mail and parcels.  Operate mechanical folding machine and postage meter.  5%     Assist with the distribution of mail to mail stations in OB-8 and OB-9.  This includes pulling mail from mail          slots, loading in bins and delivering to each station.
	supervision27PS373PG3: The Account Clerk II is supervised by a Business Service Officer I (Supervisor) and receives general supervision.
	administrative28PS373PG3: None
	personal29PS373PG3: The Account Clerk II will have daily contact with all levels of departmental staff in addition to representatives from other state agencies and the general public.
	actions30PS373PG3: Failure to use good judgment in handling sensitive and confidential material and in releasing information to unauthorized persons may result in action according to applicable Government Code.  Poor decisions could cause checks to be returned to sender incorrectly or misdirected to other agencies, resulting in financial loss and/or embarrassment to the Department.  Failure to take the initiative and follow up on checks being held by other units pending deposition could result in checks being held beyond valid dates.  Must be dependable to achieve same-day interest earnings on deposits.  Errors in accurately posting of payments requires research and correction and could cost the State thousands of dollars daily in lost interest.  
	other31PS373PG3: The Account Clerk II must possess effective interpersonal and communication skills and be able to work efficiently under pressure.  Excellent customer service is an expectation of the incumbent in this position.  The Account Clerk II must be willing to listen while showing care and concern, be available to customers, be willing to work towards the development of solutions to problems and must demonstrate competence and confidence.  The Account Clerk II must provide our customers professional, courteous, timely, competent and responsive service.


